DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on compieting this form. Forward signed orlgmal to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,

APPLICATION FORF RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

Attention: Scheduling Section. - L
FOR AGENCY USE | 1. Agency Address ' . ' FOR RECORDS MANAGEMENT USE
Application Date ' . Comptroller General Application Number
Insurance Department _ '7(0_30 2_ Ea
Apolican - Agents License Division : : -
pplication Number 132 State Capitol _Date Received Date Completed
I NOV 161981 | peg 1 6 1981
2. Person to Contact Workmg Title - Telephone Number
Walt Krygier Assistant Deputy 656-2100
3. Action Requested T T
a. [ Establish Retention Schedule; fecord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
c. & Amend Application No. 762302 ___ _ Check One: X] Change; [ Supercede; O Void
4. Dates of Series 6. Records Series Title (fo/lowed by title used in office; if different)
Earliest - Latest
| to date urance Agents License File (copy of license)
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
7. Record Series Description This file contains the follov\nng documents {inciude form numbers and titles, if any):

Attach samples of the file.
Documents relating to:

Included are:

' pE
“File is arranged: chmmlog:.cally by license year thereu}nfee')quentially by .

Pre—PrJ_nted Nmﬂoer S ,
8. Monthly Reference Rate How often are records referred to which are:
One to six months old —_— Seven to twelve monthsold —_______; Thirteen to twenty-four months oid ;
twentj fwe monthsandolder . = ? - ' e
9 Annual Rate of Accumulation of Records ) .
Letter-sizedrawers . ;legal-sizedrawers ________ - _;Shelves ___ _; Other {specify)
"AR—50—71, Rev. 76 ‘ . {(Oven

s — —m—— —_—— . - e




JYES.

NO_ -_10. Questionnaire {Place an X in the proper column) o - bl ‘,\

a. Is this the official copy of the series?
If not, where is |t?

=

b. Does the series contain oogtfldentuai mformatlon requiring security handlungﬂl If yes, cite law or regulation.

¢ Isthisa vital record? ' ;

—

d. Does this series have historical or long term research value?

—— — ————

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these N
documents be scheduled separately? '
f, Is_the information contained_in this series ever nubhshed? lf yes, attach copy,

;' 9. Is the inforriation contained in this series ever analyzed and/or recorded in a summarized report?
.. _ Myes attachcopy,

h. Is there a duplication of this series in your office, or in another office or égjency?
If yes, where?

1.

1 | i, ls this series [orj_ajor portmn of .'t) reguiarlv rmcrof;lmed?

| _1_j. Does the record series result in a computer printout?

Retention Requirements ..fThe following requires the series to be kept:

a. State Law — years. ' d. Audit period - . years,
b. Statute of limitation e . .¥ears, e, Administrative need : . years.
¢. Federal law _ . .__years, f. Federalretention instructions ___ __ _years.

Attach copy or excert of laws or fegulations. Explain administrative need.

12. Approved Disposition Instructions This ageﬁév recofnmends that the file series be cut off at the end of each:

[0 Calendar Year; T3 Fiscal Year; O Other then,

O Hold in the current files area __.month(s) —__vear(s); then
O Transfer to local holding area; hald . ___year(s); then

0 Transfer to State Records Center; hold ___ ___year(s); then

{0 Destroy.

O Transfer to State Archives for permanent retention,

O Other {Specify)

These instructions apply to ail prior and future accumulations of the series.

Agency HeadlDeng_nee {Signature) Date
_ Jéfwz //2— ? /

Recommendations in para- ’ . -
graph 12 are approved. State Auditor/Designee
{If disapproved, attach letter 7 - T
of explanation.) Sectt State/Designee
Attorney General/Designee y

AR-50—71; Rev.76 (Reverse Side




ST:AfE . . - OFFICE OGP BECRETARY OP STAIR
OF A pp lication for DEPARTMEET OF ANCHIVES & RIBTORY oy
GEORGIA RECORDS DISPOSITION STANDARD RECORDS MANAGENENT DIVISIOR

T

1 . Avplicaticn Date Ilfnsrkurugrg_ Sae separate instructions for completion of § FOR RECORDS MANAGEMINT DIVISIOR USE.

Completed
front and reverse of this: form. Sign origimal and two copies Pate Received Application No, Late Complete

2 _Msercy Application No. “anq forvard to Pepartment of Archivas and Wistory, Attentionm:
f 7

SEP 1 4 1976 76-3

Person to Contact
.

P 24
Yl

Fecords Management Officar. {

3 AGERCY  Divisicn, fubdiviaion & A&Iknllterln. Office Address

Qffice of Comptroller General
Agents License Division
132 State Capitol

‘ Atlanta, Georgia
Y.KtllﬁN REQUESiED
ln ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

¢harles Smith

. Wn.
,WorXing Title 6 , Te! n

Clerk T1 2100

-Barliest & Latest |9.Exact Series Title
Dates of Series '

1975 to date Insurance Agents License File (Copy of Agents License)

e et e

10

*What is the function of the office in which this record series is created?

Issuing new agents licenses, renewing permanent licenses,'processing applications for
these licenses. Examining agents, conducting pre-hearing conferences and holding formal

- hearings on offending agents, preparing certificates for agents being licensed as
non-resldents in other states,

\

11. This fiie containsithewfollowing documents’(include form numbers and titles, if any,
and file arrangement). O

Documents relating to: Licensing insurance agents to sell insurance.
Included are: a computer-generated license( no form number).
File is arranged: chronologically by month.

ATTACH SAMPLES OF THE FILE !

h———- ! L S -
C o
1 2 . EQUIPMENT nCCUPTRL No. of Drawvers Cu. Ft. of Recordse | We. of Drawers Cu. Ft. of Records

ANNUAL RATE OF ACCUMULATION

10 —

‘. : o In Office(s)’ In Storage Areals)
Fioor Space Occypiad (Square Peet) - > 10

e e :
This Last PrecedingffAil Prior] .
Year's Year's _Year's Years " |

Letter-ealze File Dravers

Legal-nize File Draveras

Shelf Space : : - 10 -

y
AVERAGE DAILY REFERENCES - 20 0 0 0

LS

Porm: AR-50-7) b




= PAGE "2

— e, : —_—— . }.- e
r— QUESTIONNAIRE Place an "x™ 1a the proper column. If answer is “"YE5," plesse explaln ) ._YﬁEgb‘/Lﬁ-No
13. Is this the Record Copyfof the series? | k1 O[]
. ' 4l
1k, Is there a duplication of' this series in another office or agency? ) : [ ] K]
‘ v " L) '
15. Is théglnfbrﬁatlon contained in this series ever summarlzed or publlshed7 I['] K]
Attach copy of summary or publication.
16. Does the serles contaln classifled information’ requlring securlty handllng9 = 0] K]
17. Does the series 1n1t1ate, amend or terminate agency policies and procedures?-r': [ ] X]
18. Could the function be performed if the files were lost or destroyed? - [X] [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ ] [X]
\
20. Does the record series provide data as input to an EDP file? [ ] fo]
21. Does the récord series contain Qocumiéntation produced as EDP printout? X1 11 ]
22. Has the Federal Government issued 1nstruct10ns governlng the retentlon/dlspo- 11 X}
31tion of these files? - = T S e T e
23, W1ll there be a need for these recofds 10, 15 years from now° If yes, what° _'7['] X
2h. REQUIREMENTS. The following requires the files to be kept 1 years :

a.[]STATE b.[]STATUTE OF c.X]JAUDIT  d.[]FEDERAL e.[]ADMINISTRATIVE . f.[]HISTORICAL
LAW LIMITATION PERIOD LAW DECTSION VALUE

(Cite Law, Statute, or other reason for the retentior requirement)
Audit staff suggested this record to be created to provide audit information.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -KJOTHER _1 Maxrch_ (renewal periad) sthen:

Hold in the current files area - “month(s)/ year(s):

Transfer to | 1] State Records Center [ ] Local. Holdlng Area; hold year(s)
Destroy. o C e ey : i B
Transfer to State Archlves for permsnent retentlon L T o
Destroy immediately after cut-off. )

Other: (Specify) :

Cut file off at end of each reﬁ?hal period? then hold in the current files area

1 year or unth‘audlt has been completed, whichever is later; then destroy.

Siare.

err T
e bt b e e

g

(Indicate briefly rationale for recommendations above/or write additional remarks):

|Fecords ent Hfficer (Signature) Date
e ‘ e T G132 DATE
26. Recommendations |Agency Head/Designee ‘ Lf?
in paragraph 25 .‘ Approved D1sa--roved , -{@?‘5’
are: Fe Auditor Deszgnee
| Aroved Disapproved LA A
|{STATE RECORDS Jof State/Designee
COMMITTEE L- [] Disapprov9d f-—,ztp._Z(
G-22)(




